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STATUTORY AND OPERATIONAL POLICIES AND PROCEDURES OF INTERNEWS EUROPE
OPS-2.1-POLICY-Procurement Policy & Procedures







LETTER OF INVITATION TO TENDER 
[bookmark: _Hlk25747529][bookmark: _Hlk25256396]“Call for organisation of study tours and visibility action”
                                    	     	
[bookmark: _Hlk25747556]Date of issue: 05 December 2019
Deadline for submission of Tender: 16 December 2019
[bookmark: _Hlk25748789]RFQ/RFP/Render Reference: PR-4180-1-021

I. Summary:

Description:  This call designed to identify possible vendor that is able to design, host and report on proposed series of the study tours and visibility actions to be held in Brussels, Belgium. 
Date of invitation: 05 December 2019
[bookmark: _Hlk25744582]Submission Deadline: 16 December 2019, 18:00, Bishkek/GMT+6

[bookmark: _Hlk25746048]Internews Europe is seeking a vendor to design, host and report two group study tours to Brussels, Belgium for media professionals and civic activists, as well as a visibility action to promote Internews project achievements among key stakeholder groups and development organisations implementing regional projects targeting Central Asian countries.

The successful respondent will:
1. [bookmark: _Hlk25851262]Host two group study tours to Brussels, Belgium for media professionals and civic activists. 
2. Develop and host the project’s visibility action in Brussels, Belgium.  


[bookmark: _Hlk25745808]This activity is executed as part of a larger project “Strengthening Resilience to Radicalisation and Disinformation in Central Asia through Independent Media” funded by the European Union and implemented by Internews. 

[bookmark: _Hlk25744607][bookmark: _Hlk25748479]Internews invites tenders to be submitted via email at Central-Asia-Info@internews.eu. 

[bookmark: _GoBack]All questions regarding this Tender should be directed via email at Central-Asia-Info@internews.eu by 11th-December 2019, 18:00 Bishkek/GMT+6.

II. Instructions to Respondents:

Tenders must be submitted by email. Size of the package submitted may not exceed 5 MB. The subject line must include the words “response to Tender PR-4180-1-021”. The documents constituting the Tender must be included as attachments. The email must make a reference of the documents attached as parts of the Tender. If more than one message is required to transmit Tender documents, each message must be identified as part of a multi-part submission. (E.g. “message 1 of 3”) 

Tender must clearly identify all services/goods proposed, price per unit for each service/good, number of units, and payment terms for all payments (including taxes and/or discounts that should be clearly identified in the calculation of price). The quantities / scope of work indicated for each part will be indivisible. Tender that do not include the whole quantity for each part, will not be taken into consideration.  

Any portion of the Tender containing confidential or proprietary information should be clearly marked so within the Tender.

All Tenders submitted will be acknowledged within 3 days. The respondents are responsible for ensuring and confirming that the emails comprising their Tenders are received by the Internews representatives.

Respondents shall submit their Tender in EUR. The contract will be concluded in EUR and the payment for goods supplied or services rendered to Internews will be made in EUR in several tranches as per deliverables. Internews will not compensate any foreign exchange losses. 


III. Activity objective:

To increase and consolidate collaboration, content exchange and networking among practitioners in national and regional PVE and radicalisation leading to violent extremism (RVE) efforts in Central Asia.

IV. Scope of Work and/or services to be purchased

The successful respondent will provide the following deliverables:

1) Deliverable one: Host two group study tours (each 5 working days long) to Brussels, Belgium for a total of 20 media professionals and civic activists: 

· Each group will include 10 participants from at least four target countries (Kazakhstan, Kyrgyzstan, Tajikistan and Uzbekistan). 
· Each visit will last five days and may include meetings with practitioners and representatives of the EU institutions dealing with security and radicalisation issues as well as hands-on trainings, lectures and exchange meetings with European journalists and civic activists working on preventing radicalisation leading to violent extremism in the European countries.

2) Deliverable two: In collaboration with the project team, develop and host the project’s visibility action (up to 5 days) among key stakeholder groups and development organisations in Brussels, Belgium:

· The visibility event would take up to 5 days and would target EU and Central Asian policy-makers, media professionals, civil society representatives, and PVE experts. 
· The event format could be screening of Central Asian films and follow-up discussions with content producers who were involved in the project implementation.
· The event could be hosted in collaboration with other EU institutions and Brussels-based civil society organisations. 

V. Timeline:

Internews anticipates signing a contract (or contracts) with the winning respondent(s), by 25 January 2020. The delivery of services is planned for May- September 2020. 

In order to accommodate the transitory nature of Internews’ grant funding, all contracts will include a clause providing for early termination upon 30-days’ notice to the vendor. Tender must offer pricing and terms consistent with this condition. 

VI. Submittal Requirements:

Respondent(s) must meet the following minimal requirements:

· Include a signature page which bears the signature, title and full contact information of the authorized representative of the respondent, including email address and phone number.

· Respondent(s) must include a pro-forma contract stating all terms and conditions required by the respondent and incorporating the termination clause described in article V above.

· Respondent(s) must include a written declaration that their Tender is valid for 45 calendar days from the deadline for submission.

· State respondent’s qualifications and experience for providing the goods and/or services as described in this Tender. Include two references and contact information for whom the respondent provided similar services.

· Respondent(s) must include a summary list and CVs of key experts who will be involved in the provision of services described in the Tender. Internews encourages all bidders to include capacity statement. 

· Respondent(s) must include copes of company’s registration documents to confirm that they are duly registered and comply with the necessary legal requirements to supply goods / provide services as described in section IV above. If applicable, a copy of the required licenses must be provided to Internews.

· It is required that Respondent(s) submit(s) the signed Declaration of Supplier and Code of Conduct (forms provided in the attachment to this Letter of Invitation), signed by an authorised representative.

· Respondent(s) may include additional documentation relevant to tender’s requirements to support their Tender. Internews will endeavor to evaluate eligibility of these documents as per Tender requirements.

· Provide estimated budget for executing services listed in section IV above. 


VII. Scoring Methodology

IEU Evaluation Committee will apply the following Scoring Methodology:

0 – Complete failure to understand and address the Technical Specifications / Terms of Reference, no response of bidder is given or acceptable. Not eligible for consideration.

1 – Insufficient understanding of the Technical Specifications / Terms of Reference, poor tailoring of the tender, if any, major weaknesses or gaps in the information provided. There are major doubts that the bidder will be able to deliver according to set requirements and expectations.

2 – Very low level of detail in the proposal, the information is presented in bullet points with no detail how these will be addressed. Weak or inappropriate information that hardly relates to the bullet points. No evidence of interest to tailor the proposal to the requirements. There is no confidence that the bidder will be able to deliver according to set requirements and expectations.

3 – The bidder understands most of the issues related to delivery of the Technical Specifications / Terms of Reference. However, the proposal still lacks details or tailoring, more information and details could be provided regarding how exactly the requirements will be met. There are often general or generic statements in providing the details. There is some confidence that the bidder is able to deliver according to set requirements and expectations. 

4 – The bidder demonstrates a good understanding of Technical Specifications / Terms of Reference. The proposal addresses all or the majority of solutions with good level of detalisation and tailoring. Each or the majority of statements are supported by evidence to show what will be provided and how the desirable outcome will be achieved. There is a good level of confidence that the bidder is able to deliver according to set requirements and expectations.
 
5 – The bidder shows a deep understanding of the Technical Specifications / Terms of Reference and even able to present innovative ideas (if applicable). The proposal has a high level of detail and tailoring, supported by relevant evidences. There is a very high level of confidence that the bidder is able to deliver according to set requirements and expectations. 


VIII. Evaluation Criteria

IEU Evaluation Committee will apply the following Evaluation Criteria:

1. Business proposal and pro-forma contract
1.1 Time and schedule for delivery
1.2 Key experts 
1.3 After sale service / support
1.4 References
1.5 Terms and conditions of pro-forma contract
1.6 Other specific criteria relevant to this Tender

2. Qualifications and experience
2.1 Professional qualification / legal compliance
· How the evidence demonstrates professional qualification required for delivering outcomes relevant to the Technical Specifications / Terms of Reference?
· How the evidence demonstrates that the bidder has all relevant legal registration documentation to be able to provide outcomes relevant to the Technical Specifications / Terms of Reference?

2.2 Experience/ knowledge requirement
· How clearly has the bidder demonstrated a wide breadth of experience and expertise in delivering outcomes relevant to the Technical Specifications / Terms of Reference?
· How the evidence demonstrates experience of delivering previous projects to a similar level of value and scale?

3. Proposed cost of services
3.1 Competitiveness of fee rates
· How the evidence demonstrates that the fee rates are market competitive and show Value for Money?
· Have the bidder included the fee structure, including taxes, discounts and profit margin (how transparent the pricing is)?

3.2 Financial risk and contingency costs, if applicable
· How have been the financial risk addressed in the proposal (have the bidder identified any risks related to the successful delivery of the Technical Specifications/ Terms of Reference? If yes, what is the financial equivalent of this risk?) 

3.3 Economies of scale, if applicable
· If there is any economies of scale* possible due to involvement of other suppliers / service providers in the project, have they been calculated and included in the proposal? 
*Economies of scale can be realised through sharing of resources, bulk buying, financial economies etc.

Proposal evaluation overall weighting:

Business proposal and pro-forma contract	weighted: 40%
Qualifications and experience	weighted: 30%
Proposed cost of services	weighted: 30%

Awards shall be made to the respondent whose proposal is responsive to the solicitation and is most advantageous to the project, price, quality and other factors considered. 


IX. Award Notification and Responses

Successful respondent(s) will be notified by 10 January 2020. 

The successful respondent(s) must confirm the proposal and acceptance of the award within 5 working days of award notification or the award will be withdrawn due to non-responsive respondent and offered to the next most qualified respondent. 

Once award(s) is (are) finalized, unsuccessful applicants will be notified that an award has been made.

Award of the proposal is not to be construed as a contract or purchase order. Once the proposal is confirmed, a final contract will be negotiated and signed with the successful respondent.
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